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learn yourself a living



Peer Review Project on Learner Progress Review

 OVERALL OBJECTIVE:
Standardise the approach to reviews and improve reviews in line with learner needs, improve the recording of information on additional learning support, Equality & Diversity and Health and Safety, improve target setting and links to the Individual Learning Plan.  The impact should be seen in an improvement in timely success rates. 

	DAY PLAN (a general representation of the day)

	OPENING MEETING 
	· Explanation of the Provider’s Process for REVIEWS (may be given by another person in the organisation). Include clarification of terminology peculiar to the organisation.  
· Provider being visited runs through the activity plan to check understanding.  The activity plan will normally be supplied in advance to the visitors and indicates who is doing what.  Generally, NOVA will aim to pick up the Review Observation.  
	9:30

	RESEARCH
	· Sampling Learners Files 
· target 10, names identified by provider visited, varied learner start & end dates 

· Verify Adult Learning Support (ALS), Equal Opportunities (EO), Health & Safety (H&S), Target setting, Link to Individual Learning Plan (ILP), Entry to Employment (E2E)/Apprenticeships (APP)/Train to Gain (TtG)
· Interviewing Learners 
· prefer same learners for whom files have been pulled 
· Interviewing Staff
· Interviewing employers (where possible)
· Observation of a Review
	10:00 - 12:00

	LUNCH 
	Provider being visited will arrange lunch (may suggest visitors bring something)
	12:00 -12:30

	RESEARCH
	Continuance of above.
	12:30 -2:30

	DISCUSSION OF FINDINGS & REPORT WRITE UP
	Main findings discussed and agreed.  

Report to be written up by Lead Provider. 
	2:30 – 4:00

	CLOSING MEETING 
	Summing up for Provider being visited and hand over of record 
	4: 00 - 4:30

	FOLLOW UP 
	Lead Provider is responsible for sending Report summary to NOVA and for feeding back in the Peer Review Meeting
	


Notes  
The Peer Review Group want to ensure the following are captured on the review: TtG systems, E2E soft skills, all elements. 


Records may be taken away as examples of good practice, with the permission of the provider.
REMINDER OF DATES
	4th March
	24th March
	22nd April
	19th May
	27th May
	1st April 10am – 1pm
	12th June 10am – 4pm

	<Names> to review Provider Name
	<Names>  to review Provider Name
	<Names> to review Provider Name
	<Names> to review Provider Name
	<Names> to review Provider Name
	<Names>  will also attend
	Lunch Included. <Names>  to be invited


Suggested Timetable for activity plan  
	DAY PLAN (timetable draft to be updated by the HOST; Focus on E2E programme)  

	OPENING MEETING (explain the run of the day)
	<Names> run through the order.  <Names> in attendance
	9:30 – 10:00

	HOST EXPLAINS LEARNER PROGRESS REVIEW PROCESS 
	<Names>  explain the process and visitors familiarise themselves with files
	10:00 – 10:30

	Review Dual Observation (with host Observer)
	NOVA and Host Organisation
	10:30 – 12:00

	Learner Interviews
	Partner 1 
	Employer Interviews 
	Partner 2  
	10:30 – 11:00

	Staff Interview - Reviewer
	Partner 1 
	Staff Interview - Assessor
	Partner 2 
	11:00 – 11:30

	File reviews 
	<Names> with Host present, <Name> to join once finished observation
	11:30 -12: 30

	LUNCH 
	Provider being visited will arrange lunch (may suggest visitors bring their food)
	12:30 -1:30

	RESEARCH
	<Names> with Host present and <Name>
	1:30 -2:30

	DISCUSSION OF FINDINGS & REPORT WRITE UP
	Joint  completion of one set of paperwork
	2:30 – 3:30

	CLOSING MEETING 
	Summary comments agreed.   Notes made for any follow up actions
	4: 00 - 4:30


NOVA PRD GROUP - REVIEW VISIT SAMPLE

If only one type of programme is being reviewed, this is recorded in the PROGRAMME column.
	NAME OF LEARNER
	PROGRAMME
	MAIN AIM
	EMPLOYER
	LEARNER SUPPORT
	ASSESSOR
	MONTHS ON PROGRAMME

	
	(App, TtG, E2E)
	
	
	(App)
	
	1-3
	4-6
	6-12
	12+
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Note: If only one type of programme is being reviewed, this is recorded in the PROGRAMME column.
Colour coding for topics on review checklists in the following pages
	Adult Learning Support (ALS)
	Equal Opportunities (EO)
	Health & Safety (H&S)
	Target setting
	Link to Individual Learning Plan (ILP)
	Entry to Employment (E2E)/ Apprenticeships (APP)/ Train to Gain (TtG)


NOVA PRD GROUP - REVIEW VISIT CHECKLIST 
REVIEW TOPIC :  LEARNER PROGRESS REVIEWS
ORGANISATION BEING REVIEWED:

DATE OF REVIEW:
REVIEW COMPLETED BY:


	Is there evidence of:-
	Sample Size
	√ or x
	Evidence, observations, comments, etc.   (Be specific)
	Good Practice

	1. Actions agreed from last review are followed up
	
	
	
	

	2. General performance at work  is discussed
	
	
	
	

	3. Learner fully involved in review 
	
	
	
	

	4. Employer fully involved in review
	
	
	
	

	5. All programmes and components are effectively reviewed: 

App (KS, TC, NVQ *), E2E* (Voc ,PS&D, BS), TtG (NVQ*),*H&S unit 
	
	
	(each review)
	

	6. Main aim:-   Progress to date recorded 
	
	
	(overall & short term objective)
	

	· Achievements recorded
	
	
	
	

	· Clear, bite sized actions & SMART targets agreed
	
	
	
	

	7. Other aims:- Progress to date recorded 
	
	
	(overall & short term objective)
	

	· Achievements recorded
	
	
	
	

	· Clear, bite sized actions & SMART targets agreed
	
	
	
	

	8. What action is taken if targets are not met
	
	
	
	

	9. Are short/ medium/ long term objectives distinguished
	
	
	
	

	10. Any areas of non-achievement recorded
	
	
	
	

	11. Issues for learners have been dealt with and followed up
	
	
	
	

	12. Barriers for learners have been identified and dealt with
	
	
	
	

	13. Any emerging issues are identified and actions agreed
	
	
	
	


	Is there evidence of:-
	Sample Size
	√ or x
	Evidence, observations, comments, etc.   (Be specific)
	Good Practice

	14. Additional support:-  Activities reviewed
	
	
	
	

	· Activities identified
	
	
	
	

	· Activities evaluated and evidenced
	
	
	
	

	· Further needs planned
	
	
	
	

	· Clear, bite sized actions & SMART targets agreed
	
	
	
	

	· ALS funding recorded
	
	
	
	

	15. Pastoral support included (if applicable)
	
	
	
	

	16. On-job training (workplace):- Achievements recorded
	
	
	
	

	· Clear, bite sized actions & SMART targets set
	
	
	
	

	17. Off-job training (provider):- Achievements recorded
	
	
	
	

	· Clear, bite sized actions & SMART targets set
	
	
	
	

	18. Soft skills are reviewed
	
	
	
	

	19. All targets are personalised and SMART
	
	
	
	

	20. ILP updated at time of review 
	
	
	(include H&S unit start/ target/ complete date)
	

	21. Learner given opportunity to discuss any issues
	
	
	
	

	22. H&S knowledge and understanding is verified through specific questioning and evidenced by the learners response 
· on the job/ workplace 

· off the job/ general/ legislation
	
	
	See proforma for level of detail required
	


	Is there evidence of:-
	Sample Size
	√ or x
	Evidence, observations, comments, etc.   (Be specific)
	Good Practice

	23. Equality & Diversity (E&D) knowledge and understanding is verified through specific questioning and  evidenced by the learners response 

· on the job/ workplace (App/ TtG)

· off the job/ provider (E2E)
	
	
	See proforma for level of detail required
	

	24. Evidence of checking whether learners have been treated fairly/ without discrimination
	
	
	
	

	26. Employer understands the learner’s needs
	
	
	
	

	27. Learner given opportunity to comment on review
	
	
	
	

	28. Learner given opportunity to raise confidential concerns/ disclose (on their own/ with another impartial representative)
	
	
	
	

	29. Systems are in place for dealing with ‘at risk’ learners
	
	
	
	

	30. Progress towards timely success is monitored
	
	
	
	

	31. Date of next review planned
	
	
	
	

	32. Effective and reliable system for planning review dates
	
	
	
	

	33. Frequency of reviews
	
	
	
	

	34. Review links to induction 
	
	
	
	

	35. Progress & achievement links from one review to the next 
	
	
	
	

	36. Review Record is sufficient for another reviewer to pick up 
	
	
	
	

	37. Who has records of the review (learner, provider, employer)
	
	
	
	

	38. How is the review process monitored 
	
	
	
	

	39. Staff are trained to carry out reviews (evidence)
	
	
	
	

	40. All programme needs are monitored (E2E, App, TtG)
	
	
	
	


NOVA PRD GROUP - REVIEW VISIT LEARNER QUESTIONS (set the scene before questioning to assure the honest and open context)
	Learner Questions (use learners at different stages of the programme; on the day providers may add questions )
	√ or x
	Evidence, observations, comments, etc.   (Be specific)
	Good Practice

	1. What is a review? Please explain a review for me. 
	
	
	

	2. Why do we do reviews?
	
	
	

	3. Why do you think H&S and E&D are included in the review?
	
	
	

	4. How far are you through your Programme?
	
	
	

	5. What have you achieved so far in your Programme and what do you have left to do?
	
	
	

	6. Do you feel you are on target? (in terms of progression through your course)
	
	
	

	7. Do you agree with your targets that are on your latest review? (progression route/ next step).  If not, why not?
	
	
	

	8. Do you feel you are involved in your progress review?
	
	
	

	9. Do you feel your review is linked to your Individual Learning Plan/ Tracker document?
	
	
	

	10. Is the review process good? Have you been asked if it works well for you?  
	
	
	

	11. If you have suggested improvements, have these been built into the review process?
	
	
	

	12. Have you had the support you need?
	
	
	

	13. Do you have any comments on reviews that you would like to add? 
	
	
	

	 
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


NOVA PRD GROUP - REVIEW VISIT STAFF/ EMPLOYER QUESTIONS (set the scene before questioning to assure the honest and open context)
	Staff Questions 

(on the day providers may add questions)
	√ or x
	Evidence, observations, comments, etc.   (Be specific)
	Good Practice

	1. What is the purpose/ value of a review? 
	
	
	

	2. What is the benefit of including H&S/ E&D?
	
	
	

	3. How do you use the Review process to reflect learner support? 
	
	
	

	4. Where is the information transferred to/ who is it given to?
	
	
	

	5. What paperwork do you use, is it good?
	
	
	

	6. How do you prepare/ plan for a Review?
	
	
	

	7. On average how long do reviews take?
	
	
	

	8. What is the value of an employer being involved in the Review process?
	
	
	

	9. How can a Review improve learners’ progress?
	
	
	

	10. Is the Review process effective?
	
	
	

	11. How are targets agreed/ set? 
	
	
	

	12. Are the targets SMART?  Give an example
	
	
	

	13. How does the Review link with the overall ILP?
	
	
	

	14. If you could, what would you change about the review process?
	
	
	

	15. Do you have any comments on reviews that you would like to add?
	
	
	


	Employer Questions 

(on the day providers may add questions)
	√ or x
	Evidence, observations, comments, etc.   (Be specific)
	Good Practice

	1. Is the review process good? 
	
	
	

	2. What is the value of the process (for learner/ employer/ provider)?
	
	
	

	3. What improvements could be made?
	
	
	


END OF REVIEW REPORT:

	How does the review help the learners’ to progress?

How is it helpful to them?

	

	How does the review identify where the learners’ are on their programmes and whether they are on target to achieve in a timely fashion? 

	

	How does the review link to the Individual Learning Plan?

	

	How involved are the employers?

	

	What is the likelihood that another member of staff could conduct the next review using just the records on file?  

	


SUMMARY OF REVIEW:
Consider how the quality of the reviews is effecting or not effecting timely success rates
	OUTCOMES OF LEARNERS’ FEEDBACK:

	

	OUTCOMES OF STAFF FEEDBACK:

	

	OBSERVATIONS:

	

	AREAS OF GOOD PRACTICE:

	

	AREAS OF IMPROVEMENT SUGGESTED:
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